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Because of Hie is^wrtanee of first Isgaresaions, it is essential that each 
person reporting for In i t ial duty vitfa Hat Agency be pwgwrly velccasd, 
oriented, end briefed, tain Settee briefly describes orientation procedures 
du rin g Agency entrance m duty processing sad suggests points to be covered 
is the re c epti on of personnel In the iamediate office of asatmsBKst. 
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Storing entrance on duty processing, zww personnel receive f creel ortcata- 
tim as i ndicate d be lo w * Only unclassified aaterlal is presented in this 
step bemuse sane personnel are included who have not pet received full 
s ecu r i t y cle&r&nee. 


b. 


(1) Stuff Bbployeea 

A geoep orientation seesicn is conducted weekly by the Office of 
Vonttoael for aev staff ssp loyees * It is desi r ed to acquaint 
torn with eertain basic Civil Service end Agency Regulations 
pertaining to Hast? eaglngaent, to familiarise than with available 
b ens fi ts end aag&oyee services, and to assist Hubs to aeert their 
ime&tste needs for housing and transportation* 


(2) Detailed Military Personnel 

Individual or grotq? orientation sessions are conducted as often as 
necessary in the Military Personnel Division, Office of Personnel, 
for detailed military personnel* Inf creation stellar to that 
described in paragraph 2a above is presented with nodlfications as 
required by the Military status of the individuals concerned* 
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After obtaining full security clearance, new personnel rereive re Agency 
IMoetrinatioa Course covering the language of intelligence, the scission, 
functions and objectives of CIA, and the internal crgrelsatlon, attsaien, 
sad functions of the various ccngxaaents of CIA* (See 
Ibis indoct rin a tion course deals with the whole Agency and is necessarily 
general nature* 
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recaption and briefing received by a saw person In 12m organ! zetloaal unit 
i© vhich he is a— lgaed are most teaportaat steps in the entrance on duty 
procees. Although the diversity of activities vltfala the Agency prevents 
« *< gticg\ of * uoAfonai br iefing in all c oagO Bant *, as inpressioa of cordiality 
sad efficiency any be inserted by & eell-pJsarte d reception such as that 

iMMjgtri beicrw. 


a* fbe new person should. be given a friendly reception by bis i— ediate super- 
visor at tbs first opportunity* Be should be introduced to associates in 
bis in a edlgte o rganisatio n and, vheoever possible, to other* with vhc* be 
sill have frequent contest. 

b» To bbe asadaua extent possible within the unit's can security requirements, 
tbs soar person sh o u l d receive a briefing regarding the functions of his 
«*•* «* AoAlA be shown an orgaaljaation chert indicating the lines of 
authority or chain of over and mater bin. 

e. & «H*mM be givan a thorough emanation of the duties be is to perform 
me& bow they relate to the ac eowg »3 1ri mant of the unit's mission. la 
addition, «sy unusual drcuaeteaees or conditions under t&ieh he may be 
required to work should be explained. 

d. As seen as practicable, tbs ianediste supervisor car a designated staff 
*^ber should give the new p erso n mere de tailed briefing in local pro* 
«^«w* wseuzity restrictions, facilities, regulations and ^ouni rules, 
sad generally assist him in becoming ftolllar vlth hie new wee* 
environment. 
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